


How to use DHS 4638 Monthly Overtime Summary form: 
   
Note: A few special things about this form because it utilizes macros.  
 
1. Do not try to open or use these forms via GroupWise or a browser. 
 
2. Save them to your desk top and open from your desktop, MSWord 
does not play nice with other applications and your macros may not 
work properly. 
 
3. When filling them in, you must put a "zero" in any numbered field 
for the formulas to add up the column totals - it will stop adding at the 
point where there is a blank field and you will not get a true count. 
  
These forms were very time consuming to create to add the auto tally 
function for the house totals and grand total. They are only 
functional if a “zero” is entered in any number field. 
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Total per category: 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 

Total: 0.00 

Monthly Overtime Summary is due to Program Manager by the 5th of the following month. 
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